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LETTER OF AGREEMENT TEMPLATE (If using this template, delete this line, as well as all other highlighted text and blank rows from the final agreement)
Letter of Agreement 

Between
(name of speaker/vendor/etc) (Speaker/Vendor/Company/Etc) and

the (name of chapter) Chapter of the American Association of Critical-Care Nurses (Chapter)

	Event/ Course Title:
	

	Dates:
	(Month/Day/Year)



	Location:
	(Name of facility/hotel)



	Class Format:
	(lecture, case study, etc.)



	Sessions:
	(number of hours and number of days)



	Class Days:
	Example:

Full day workshop/seminar

Suggested registration 7:00 a.m. - 7:30 a.m.
Suggested class from 7:30 a.m. - 4:30 p.m.
One hour for lunch

One 15 minute break in the morning and one in the afternoon
Total – 7.5 hours of lecture each day – 9 contact hours each day



	Company Name:
	

	Address:
	

	City, State, Zip:
	

	Telephone:
	

	Contact Name:
	


	Terms & Conditions

	Company:
	Company agrees to provide the following:


EXAMPLES

Facility Space:

· The use of Conference Room and audio-visual equipment, at no charge to the Chapter.

Printing:

· Printing and all associated costs of the event fliers.



	Chapter:
	Chapter agrees to provide the following:

EXAMPLE

· Chapter members will be given a reduced rate of $95 paid registration fee to attend the Symposium (regular fee is $140).

· Chapter membership will be confirmed by the chapter President.



	Cancellation Clause:
	Examples:

If Chapter cancels the event:

· Company will be notified immediately; there will be no cancellation fee.
If Company cancels:

· Company will notify Chapter immediately and assist Chapter in locating a substitute location approved by Chapter. 


	Acceptance

	x
	x
	x

	Signature

(name), (title), (company name)
	Phone #
	Date

	x
	x
	x

	Signature

(name), President

(chapter name) Chapter-AACN
	Phone #
	Date

	x
	x
	x

	Signature

(name), (title – Treasurer or Chairperson) 

(chapter name) Chapter-AACN
	Phone #
	Date

	Please Note:

· Certain Agreements must be reviewed and approved by AACN’s national office before signing. Please refer to the Chapter Contracts Policy on the website at www.aacn.org/chapters > Contracts and submit online at www.aacn.org/chapters > Forms > Chapter Contract Submission Form.
· Please allow up to two weeks for contract review.
· All AACN chapter contracts must be signed by the chapter president, and chapter treasurer or appropriate chairperson.



